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. JOB PLACEMENT,. FOLLOW-UP and FOLLOW-THROUGH 

'This coordinator's guide is designed to assist you in leading a worksho 
covering four competehcy based modules in Job Placement, Follow-Up and 
Follow-Through. The purpose of the modules is to help the placement 
coordinators plan, implement, and evaluate a program of job placement 
services in a school setting, ^ \ 

The content areas of the .four modules are (1) pre-employment*, 
(2) job development, (3) referral and placement, and (4) fdl low-u^and 
fdl low-through. Each module should take approximately six to, seven hours 
of instructional time. They are planned 'for group presentation and 
require a workshop coordinator with some previous experience in the field 
of job placement to lead the group. A ratio of 21-27 participants- to 
one workshop coordinator is suggested. 

This ^fluidewill provide an overview of the role of the workshop co- 
ordinator; suggestions for. performing workshop functions; lists of mate- 
rials required; an overview of module activities; methods of assessing 
part^'cipant achievements of module go^Ts; and, suggestions for wrapping up 
the workshop. You should study the guide carefully in advance of the 
workshop so that you will have, adequate lead time to secure any required 
materials or to arrange for substitutions^ if ' that is desired". 



• Workshop. Coo|rdifiator's Role \ 

Your-role as coordinator is crucial. It may be^ thought of in four 

categories. ■ . ' >. 

Set the Tone « ' 

Set the. right mood. Don't make things deadly and boring. Inject 
humor into the activities and discussions, let peop1e/J^»ke around and 
have fun. People should be relaxed, but alert. Oi^lferested, and motivated. 
Set th%J>^e ^ 

Ma^afain the right pace. If things bog down ask some leading ques- 
tions, get a lively'discussion going. Some sections can be summarized | 
orally to speed things, and this Can be planned ahead..' If things are 
going too fast and people are getting lost, slow it down, let. them ask. \ 
questions, spend tflne orally covering the points. Keep the f1 pw smooth - 
at junctures in the module-winding "P one. activity -with a satisfying - * 
resolution and easing participants into the next. Take breaks as you 
sense they are needed. Be flexible in structuring activities, adapting 
to individuals and situc^tions as rieeded. ^Regard times as listed in the 
"Module Outline" as flexible. 

Facilitate ' / 

Encourage discussion and interactior/from the participants. Bring 
out the shy 'people; don't let the aggressive ones dominate. Seek out 
questions and uneasiness, get them into 'the open, talk them over, especial 1 
at the beginning. Watch facial expressions and body language. Be a 
trouble shooter. Spot problems and work them out. In short, act as a 
guide through the module, but try not to get in, the way. 

Evaluate 

Make sure participants are headed in the right direction; nudge them , 
that way when, they're not. Judge whether they perform adequately -in the 
postassessmeni items, the activities which are part of the assessment 
and in the application, In general, maintain the quality level of the 
workshop. .. ' . . , . . - . 



Workshop Coordinator's Functions 

"Housekeeping details" 
< 

> 

Taking care of housekeeping details in advance of the workshop will 
contribute much to making it a successful owe. You will be free to con- 
centrate on your role as leader and facilitator, if everything is well 
organized and functioning smoothly.' 1 

The following housekeeping detail s may no,t ap^y to all situations 
or they may need to be assigned to someone else to perform, but some 
attention should be paid to them in advance of the time the worJ<shop is ^ 
scheduled to begin. , 

Facilities : Depending upon the number of participants scheduled 
for the workshop, a room large enough to accommodate all participants 
comfortably and with sufficient space to allow breaking into four or five 
smaller discussion -^oups is required. If possible, an adjacent room 
should be reserved for coffee and/or refreshment breaks. If tables are 
to be used rather 'than table^; arm chairs, you might want to consider 
spacin^hem far enough apart so they can serve as centers for the -small 

group work. . ' 

Check out such things as electrical outlets^ for audio visual aids 
(will- an extensipftrcor^ be needed?) arid controls for lights, room 
temperature, and availabilij^ of a chalkboard. • 

Registering Parttcipa jts : If the workshop -is to be offered for 
credit, find out what is required for registration. A list of names and 
addresses of all participants is a, welcome handout to have -atsthi^s time. 
Room assignments., if appropriate,, may be included. 

.Name tags for participants should be typed in advance^, if possible; 
and jf the^ can be obtained, the celluloid pin-on ones are preferred. 
■"N'Sfince the module activities require breaking into groups frequently, »ne 



way to do this 


is by coding the name tags as follows: 




Red Tags 


Yellow Tags - . 


Blue Tags 


A X 1 


A Z 4 


A Y 3 


B X 2 


B Z 1 


B Y 4 


C X 3 


C X 2 


C Z 1 


A Y 4 


^ A X 3 


A Z -2 ^ 


B Y 1 


B X 4 


B X 3 


C Y 2 


C Y 1 


C Y 4 


A Z 3 


B Y 2 


C Z 1 
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Then yo.u can break into three groups by such combina-tions as: 
. \rUl ' 2; I \ . ■ Group 3 

(D* all reds; ^ all yellows; - ^ all blues 

(2) an A's ; ' all B's; " . C's 

(3) all X's; . all Y's; al.l Z's 

and into groups of fourby the number code. It is probably best to keep the 
same group together for the entire module, then use a different sorting for 
the^next module.. This allows some continuity, but wilValso shift people 
around enough to keep. the groups, interesting. ^ " 

P^hn an Agenda : Although the module outline gives approximate times 
for completion you need to work out an agenda which includes Starting 
■times, breaks,, lunch hours and quitting time. If resource material s wilt v 
be available, time to brouse through these might be indicated. Stick to 
the agenda as closely as pos^le.- People get very restless when pu, 
start cutting into^their "frefe" time. Have sufficient copies of the 
agenda to distribute, and if.you can, mail it to particij)ants in advance. 

Du plicate Handouts . Review the sections of this gu^de which show 
what activity pages are to beNlupl icated, If participants are not to write 
in the module workbooks. Duplicate a set for, each participant along, 
with some extra copies in case they are needed. " j 

Other Handouts : Review the materials section of this guide for • 
suggested "handout-^tnaterials. , If you have a materials budget and can 
buy some additional resource materials, get them ordered well ,in advance. 
Collect -whatever "freebies" you are going ^ use. Put a package together 
for each participant . •. 
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/'Materials List 



The following materials are needed to complete the mbdule activities. 
In many instances, substitutions can be made if the suggested material is 
not'available. For convenience in duplicating, the activity pages needed , 
for handouts are included in this section of the guide and are marked 
with an asterisk. .Complete annotations may be found in the reference 
section for other materials. Materials are listed a*:, needed by activities. 



MODULE 1 - 



Introductory Activity 



Activity 1 
Activity 2 
Activity 3 



ma4ce up three "sets'^ 
of material s of at 
least four sources 



if 



Activity 4 

.any media presentation 
on writing letters of 
application, preparing 
resumes, or filling out 
applications may be 
substituted 



you will need seven 
. "sets" of material s 
which contain 3 sources 
of "printed materials for 
^ teaching the writing of 
applications, preparing 
resumes, and/or filling 
out job applications 



Job .List Chart 

Job Seeking Problems of Youth ^ 

De 1 i V e r i n g . Pre- Emp 1 oy men tServices . 

Implementation Planning Guides (3) 

Classified Help Wanted Ads - from 
Metropolitan papers 

Telephone Directories ^ 

Chamber of Commerce membership l"jsts 

Professional and/or trade journals 

Manufacturers Directories 

College Placement Annual 

Job Search Employer List 

Employer Fact Sheet 

Implementation Planning Guides (2) * 

Slide-Tape presentation "Applying For 
a Job" ^ 

Films: "Jobs and Interviews -*Getting^ 
Started" and "YOur Job - Applying For 
It" 

■' • . . \ 

(NVGA) How tg Complete Job Applications 
(Southwestern) How to Get a Job ^ 
The Job Game 

Personal "Resume Preparation 

Why a nd How to Prepare an Effective 
Job Resurffe - ~ 

Brochures from Employment Security. 
Broshi^res from placement programs 
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MODULE 1 - 
I Activity 4 cont'd 

Activity 5 

/ ^ any media presenta- 

tion on How to Inter- 
view may be substitu- 

' ' ted with some change * 

in the activity intro- 
duction 

Postassessment 

MODULE 1 - 

Activity 2 

Activity .3 



Activity 4 
Activity 5 
Postassessment 
Activity 6 
MODULE 3 - 

Activity 1 
Activity 2 

Activity 3 
Activity 4 
Activity 5 
Postassessment ^ 
Activity 6 
MODULE 4 - 

Activity 2 

Activity 3 

Activity 4 

Postassessment 

■♦•An answer key for this 
activity also must be dupli- 
cated, and may be found in the 
"List of Products^and Keys to 
Assessment Items" section. 



* Materials Critique Form 

* Implementation Planning Guides (2) 

Slide-Tape presentation "Looking For a 

Job?" 



★ 
★ 



Interview Critique 
♦Implementation Planning Guide 

Postassessment Form 

Bell Telephone film, "I Rather Like You, 
Mr. Bell? 

Job Order Forms (2) 

Cassette Tape - Job Order 

Job Order Form (1)+ 

Information Management ^ 

Information Flow Chart (2) 

Postassessment Form 

Program Plan Chart 



* Job Placement Activities Checkl ist 

* Compl iance Procedural Form 

* Compliance Procedural Checklist 
Information Management 
Information Flow (2) 
Critical Incidents Answer Sheet 
Postassessment Form 



★ 



Program; Plan Chart 

Analysis Form 

Example Answer Sheet. 

Item Evaluation 

Plan for Using Follow-Up 

Postassessment Form 

10 
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MODULE 4 - cont'd 

Activity 5 * Intcrprjet irvj Kollov/^^p Inforiiui tion 

Activity 7 * Program (Man Chart 

AUDIO VISUAL equipment appropriate for the >iedia you hjve selectod, • 
screen- if needed. - . 



I 
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MATERIALS TO BE DUPLICATED 
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JOB LIST CHARTS 



Job Title 


1 How Obtained . , ^ f 












» 




~ > ■ ■ 


Job Title 1; 


Reason for Dissatisfaction 


il 




j) 

11 
II 

. - \ _ 
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JOB-SEEKING PROBLEMS. OF' YOUTH 



Needed Information: 



Needed Skillsi 



Atat/ not havz had an oppo/UuyuXtf \ T^eueA hoZd a job 6o havz not dzvQZopzd 
jjD ob6zkvz 6omzonz doing a job a Qood 'WA.fe pzn^onaZJJ:q'\ 

tliZLf might be InteAZ/itzd ^-neecf , , ^ 

occupcut^onat Inlohmoution. 
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, ; PRE-EHPWHT SERVICES-TEM 

' . IHPLEHETOIOrPLANfll^GEUI&E/ ' ^ 



4 . 



> / 



/ Maoie; 



7 



• i 



r 



7 \n 



Sltil'lVattitridp nr . 

knowledge objective : 


_ 'Activity;, / . 


Haterial Source 


'Delivery 
' method 


i 

Personnel 


/, 

/ 

/ " 

Jm Schedule* 
in-ciass out-of-class 


i 


Fj r 


Ikkt. ii^ d r\(\ktoh ■ 




* 


/ ■ . ' 


J ■ , 






I in U A A ti 0 m L 




^5 w to hiX up 


(y . ■ ' - 








1 

■ / 






J 


, ! 




"1 

1 

/ 




"»;' V 
1 




1 


4. 


■ ! 
i 

i 

! 












1 
1 




V 

4 ' « , 





. Completeness check requires at least tio teaching 
stra egies be listed for each of at least six work 
, habits ^r attitudes. Checked.as completed by 



rV ^ I 

V 



*R5fers to time spent by 
iijstructor or placement 
coordinator and amount of 
Class time consumed..' 
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Area: 



PRE-EHPLOYMENT SERVICES-TEACHING STRATEGIES 
IMPLEMENTATIOfI PLAiING GUIDE 

. ■■ Jaiiie: 



iSkiil, attij/yde or 
,'knowtedge objective 

1 / ' * 


^; Activity ' V 


\ 

' rigieriai oource 


■Delivery 

inpthfiH 

IIICUIUU 


ppy^cnnnpl 


Time Schedule* 
in-cla?s out-bf-class 

1 '^'■'^-^^1 




I 




■ : 


1 




w 




1;. 








"i 

i 




\ J ^ 

L 't^ 


& : ■ 










i' 

i 

V 






\ 






' 












f 

■ '/ 


i 




* 
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Completeness check requires at least two teaching 
strategies be listed for each 'of at least six work 
or attitupes. Checked as completed by _ 
ERIC\ [ 



♦Refers to time spent by 
instructor or placement 
coordinator and, amount of 
class time consumed. ■ 
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M SEARCH EMP[OYER LIST 



I 




sted null all ite«! OTpleted. aecW 
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as' completed 



Vice-President 
^or Instruction 



O^^'iclal. Manual 4 
^liliiLffisSou^ 
l^n'end employed 
there 
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EMPLOYER FACTJHEET' 

' ' Name: 



Name of employer: • • 

Where located: --^ * ^ . 

Describe general area: ' \- 

% ■ . .. 

Type of business or industry: i 

Approximately how many ' . 

. are employed there? 

Frequency of turnover: occupation • , 

Who generally does the hiring for this specific occupation? 
What type of employee do they look for? ^ 

How do wages for k *u • , 

■ ipi^mr^^HU^n' ' employer compare to 

similar jobs in the area' 

What was most desirable about this employer? 



I 4. 



. What was least desirable about this employer? 



i . . . • 



Checked for accuracy by: 



'G STRATEGIES 



Area; Job Sm tk S'niR 



i'''?Ltl'r,\TAT[0:i^flir, GUIDE . 




Ud^e, dutmm and 



hd.dnd dutm 




in-class ''o.ut.of-c1ass. 



hploijmnl 




Ctiecked as coinplete by: . < . 




Checked as' complete, by: 



MATERIALS CRITIQUE FORM for 
Films, Filmstrips, Tapes 



Material relates to the skill or attitude objective of 
Available from: ^ '. 



Jitle 
Cost 



Type 



Rate the material on each category as follows: 

1- Unsatisfactory, 2- Satisfactory, 3- Excellent 



Category 



Information up-to-date 



Length of presentation (10-25 min) 



Quality of Pictures and Sound 



^ Free from Bias (sex, rac^e, etc.) 



I nterest'^and Motivation 



Content well or9anized and logical 



Overall " Impression 
'Notes: 



3 



Remarks ; 



Time: 



Y 
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Checked as completed by: ' 



'least .three coemiintcations skills. 



■ " ' ^ :!OL:|.ir'iTAriOfl PLllflfllhG GUIDE 

Area; Coimnunications Skills 



jMiljotutUOe V' 

knowledge objective 


Activity 


<1 ' ^ 

l' 

' Material iSource 


Delivery 
1 1 1 
method 


Personnel 


Time Schedule* 

\^ ^1 aft ftiif -f^f pfl A^? 

f ' 










) 

/ 


1 


L— 






1 1 








* 


— . — ♦ 








M_ — 

5 


s. " 


1. 






. 1 

i 




'l 1 ' ' 


1 






' ' \ 












t 



t 



fnimleteness ctieck' reoyires that at leastone comierciai 

SSl! !olrc! be lilted for. each of at least thrie co-a1cat,ons ,sk,l)s 

RIC ' f 



INTERVIEW CRITIQUE. 



Interview 
ICompany 



jiate the applicant on the following categories; 
1 - unsatisfactory, 2 - satisfactory 



Category 



^reparation for the interview 



^1. Punctual 

2- Knows who s/he is expected to see 

3- Comes to interview alone 

4- Knows something about the company 
other than the name * 

5. Has pdncil or p^tf .aiad information 
needed to fill otit iah application 
- . form ; X 

General appearance and impression 

1- Appropriately dressed 
^ 2. Haridshake/eye contact 

3. Free from nervous mannerisms 
. M. Courteous 

5.' Moderate speaking voice 
General Presentation 

1- Understands job requirements 

2. Asks appropriate questions 

3. Brings out his/her strong points'' 

4. Expresses self well 

'5. Seems motivated and interested 
in job 

\ 6. Able tQ answer questions 



Overall rating, for this inteh\(qew 
Would you hire him/her? 




Notes 



\ 



Remarks 
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■ PiU-EI''?LOyrlEflT 5E,^,VICES-TEACHII1G STRATEGIES 
, IHPLEI'iEIITATION PLAHfl 1^6 .GUIDE 
'Area: Job Interview Skills ; 



SMllattitud^ or 
knowledge objective ' 


■ Activity 


Material Source 


'Delivery 
method. 


Personp;el 


"Time, Schedule* 
in-class out-of-class 

< 










1 


t 






i 








1 

1 ■ ■ 

1 











Completeness check requires listing job interview skills which 
includes a role-play activity and at least two other teaching strategies. 

Checked as complete by: 
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POSTASSliSSM ENT 



NAME: 



1. Write a paragraph which states the rationale for offering pre- 
employment services to students. Include five factors outlined 
in. /the text which were cited as evidence of the need for pre- 
employment services. . \ 



2. List the thrde major job seeking skills needed by school youth. 



35 
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Three methods of delivering pre- erripl oyinont. services were dnaly^ed 

in Activity 2. The fol l()wijiaCH^Tt(mcnts refer ta that analys/s. 

Respond to the statements by/indicating which methods of delivery 

best fit each item, y-0^ m^^y refer back to th^, analysis if you 

need to '/ /^^\:) • ' • • 

Key: IC ^ Integra tihg into existing' courses . 
.SC Separate course . 
G InjtegVating into guidance services 

a. Actively involves the teacher in the placement ()rocess. 

b. Students may fail to take advantage of the service. 

c. Pre-employment instruction may be poorly presented due to lack 
of interest. ' ^ 

d. . Most likely to reach the largest number of - students . 

e. Requires al>ocation of considerable resources^ both time 
and money. 

f. Wh,en priorities are assigned, pre-employment servicl?s may t^e 
neglected . , , . . - 

g. May best meet the individual student's need. 

\\. Requires considerabrle cobrdihation time by the placement 
coordinator to jnsure that all pre-emplayment objectives 
are met. ^ . 

i.. Scheduling may be a major problem.. 

j. Easiest method to evaluate so that pre-employment services 
r c?.n be improved. 
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JOB ORDER FORM * 




. REFERRALS 



[ 



This information is 
CONFIDENTIAL 



PLACCMCNT 
SCftVICC 

(1) W OPENING #_ 

(4) FIRM NAME 2 

(5) ADDRESS ■ 



ncirnc 




Kesu 1 ts 


L^:..- , 
















If ' ■ _ . ■ ^ '■ 















I 

(2) HOLD UNTIL 



(3) DATE 



Street 



CvtF 



(6) TELEPHONE NUMBER 

(7) TITLE OF JOB(S): 



State 



NUMBER OF VACANCIES 
CLOSING DATE 



V 



Zip Code 



• (8) DATE NEEDED - ' . 

(9) THIS JOB IS: O Full-time O Part-time' O Summer CD Occupational Exp. 
(lb) JOB REQUIREMENTS (age, physical, experience, education, skills, abilities) 



(11) SUMMARY OF JOB DUTIES (work performed, equipment operated, working conditions, hours) 



' / 



(12) SALARY. RANGE .. 



(13) FRINGE BENEFITS 



(14) APPLICANT SHOULD CONTACT 

(15) COMMENTS *^ 



ERIC 
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JOB ORDER FO^M 




Th 



is information is | 



(1) JOB OPENING r 

(4) FIRM NAME 

(5) ADDRFSS 



Ni\mo 

. 


Dd to 




^ Rosul U 






















(2.) .HOLD UNTIL 



(3) DATE 



• ; Street 

(6) TELEPHONE NUMBER 

(7) TITLE OF JOB(S): 



City 



State 



Zip Code 



(8) DATE NEEDED 



NUMBER OF VACANCIES 
CLOSING DATE 



j(9) THIS JOB IS: C7 Full-time ZI7 Part- time £J Summer HJ Occupational Exp. 
(10) JOB REQUIREMENTS (age, physical , experience, education, skills, abilities) 



(11) SUMMARY OF JOB DUTIES (worjc performed, equ-ipment, operated, working conditions, hours) 



(12) SALARY RANGE 



(13) FRINGE BENEFITS 



(14) APPLICANT SHOULD CONTACT 

(15) COMflENTS 



ERIC 
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RfFKRRALS 



CONFIOENTIAL 





Name 


Date 




"is" 




























(U><)OB OPENING if 
.(4),lilRM NAME 
(5) ADDRESS 




(3) DATE 



Street 

(6) TELEPHONE NUMBER 

(7) TITLE OF JOB(S): 



City 



State 



Zip Code 



.(8) DATE NEEDED 



NUMBER OF VACANCIES 
CLOSING DATE 



'(9) THIS JOB IS: C7 Full-time C7 Part-time C7 Summer O Occupational Exp. 
(10) J' { REQUIREMENTS (age, physical, experience, education, skills, abilities) 



(11) SUMMARY OF JOB DUTIES (work performed, equipment operated, workirtg conditioViS, hours) 



(12) SALARY RANGE 



(13) FRINGE BENEFITS 



j l C) APPLIC A NT SHOULD CONT A CT 
(15) COMMENTS 



Completeness check requires that no. more than two errors are found when this job order is 

compared to the key. 42 

Checked as completed by: „ . 

o ■ 
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INFORMAl lOfl MANAGLMf NT 



Item No, 



Retord on Form/s 



Fo^1oW"l^p A cti gDn Needed 



I. '^^r 



7 ;f 



8 
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MASTER FLOW CHART FOR PROCESSING 'EMPLOyER AND JOB INFORMATION 





employer profile 
employer directory , 
job order 
agency profile 
computer input data 
other, specify; 



FILE 

geographic, 
alphabetical 
numberical 
subject' • 
cross- indexed to: 




ACCESS 



, ■ computer printout. 

key sort (;ard 

student file 

cardfile'' 
■ loose leaf notebook 

other, specify; 
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FLOW CHART FOR ' ^ 







Mi OR OlSSEHIMIIOK • 





^MRleteness cbeck requires that all of the ab.ove'eleMnts te specified for the type of inforiution to be processed 
Checked' as complete by; ' ' ■ ■ ■ ; , 
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POSTASSESSMENT 
. ' • NAME: ____ 



Write a list of nine sources which you could use .to build an 
employer contact list, giving a bri^f onfe-sentence description 
of how each would be used. 



c. 
d. 

e. 
f . 

9-- 
h. 



Write a. paragraph which describes four methods of contacting* employers 
to build an employer data base. * ' ^ ' ' ' ' 
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PROGRAM PLAN CHART 



Topic: ■ Name: 




Completeness check requires that the three elements of the Man 
resource personnel and (3) time be filled out for each step 
Checked as complete b^: 
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JOB PLACEMENT ACTIVITIES CHECKLIST 



ACTIVITY 



Key: 



Establishing need for program 



Using advisory council 



^Selecting and assigning personnel 



Developing contacts with employers 



Coordinating with postsecondary-'and private 
employm^t agencies 



Establi^ing clearinghouse for job openings 

CoordinatYlrg with co-op and other in-school 
work 



Developing in-school information system 



Contacting students for information 
gathering and dissemination 



Updating student records 



Developing jobs 



i Providing instruction for job-seeking skills 



f Providing information about job openings 



I Developing student resumes 
Recommending students forMob openings 



Coordinating job interviev/s 



Completing job applications 



Providing information about leg al implication 



Financial and budgeting 



Planning facilities and equipment 



Evaluating 



1. 
2. 
3. 



Primary responsibility 
Direct involveynent 
Should be kept informed 
Not ^plicable 
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Na me : 



Write your compliance procedural statements below 



Statement 1: 



Statement 2: 



Statement 3: 



■•■'1 



_ eertified as acceptable according to the evaluation checklist 
by: ' 
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PHECKLIST TO EVALUATE PROCED^At' STATEMENTS 



Applies to all three statements 

Does the statement specify the legislation 
. which requires the action asked for? 

Statemeht- 1 ' . yes no ' 

Statement 2 _ yes no/ 

: * ' Statement 3 j yes no 

• Is the statement briefy clear, and easily 

interpreted by a student or his/her parents or others? 

Statement 1 ' yes no 

Statement 2 yes ' no ' 

Statement 3 yes ; no 

Statement 1: ' * ' 

Does the statement give the student a choice 

to have recommendations confidential or .not confidential? 

Is there a signature line for both students and parents? 
Statement 2: ' ' . 

Does the statement specify exactly what records will be 
released? 

Does the statement specify the reasons for such release? 
(i.e. to aid the student in seeking employment) 

Does the statement specify . either the category of persons 
to receive the records or a specif ic employer? 
(This could be complied with by having two separate 
statements.) . . \ 

Does*' the 'statement have a signature line for both 
students and parents? 

Statement 3: ^ 

Does the statement inform the recipient of the student's 
placement records that they*' cannot subsequently release 
the data,; in perspnably identifiab>e form, to anyone 
else without obtaining the consent* of a parent or of an 
eligible sttudent? 
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f . . ;. V _ ■ /'INFORMATION "management ■ , 

' . - , ' Record on Form/s " , * / 

, Item No. cr File , • ,. Follow-up Action Needed 



-.Sl- 



id 
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TION 



COLUCT'lflFORi^TI OH 
Snployment Seminar 
"^la classes 

'Registration for classes 
Telephone ' > 
Mail" 

Personal visit 
Othef... specify: 




Computer in-pot data 
l^ey sort card 
•Stodgjit profile 
Referral log . 
^"iployer fol1ow-up ' 
Student referral 

Studeht recommendation 
fomi . 



nil 

Geographic 
'Alphabetical 
Numerical 
Subject ■ 

Cross-indexed to: 



HAINTEflAfjCE 



Deleted when: 



Filed inactive when;' 



Updated when:. 



jSAGEORJISSEfllflATIflfJ 
''^■^'u^^booldet ■ 

requos^F^^^" 
l^uJletin Oodrd . 
Newsletter 
Other, specify; ■ 




I 
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01 

I 




tapleteness check re,#es U all of the above e1«nts be specified for tbe' type of infor«tion to be processed 
Cliecked ss complete by:" •■ ■ • , . 




CRITICAL INCIDENTS ANSWER SHEET 
PTacement process most significantly related- 

B. 
'C. 
D. 
E. 

6. 
H. 
I. 
J. 
K. 
L. 
M. 
• N. 
0. 

Placement process neglected: 

A. 

B. 

c. 

D. 
E. 
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POSTASSESSMENT 

NAME: 



Write a list of the six baste principles involved in establishi, 
a job placement opice which were discussed in the text. Give 
brief one- or two sentence explanation of each -principl e 



mte a paraarapt.de^i„g the placement process which includes 
a t,r,ef exp,ahat1»n of each of the six steps outlined in the text. 
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PROGRAM PLAN ^HART 



ACTIVITY 


1 RESOURCE 
PERSONNEL ' 


TIME 




.1 





Certified as complete by: 



ERIC ^ 
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ANALYSIS OF METHODS OF GATHERING FOLLOW-UP INFORMATION 



Method: 

Advantages: 



Disadvantages: 



Method: 

"^Advantages: 



Disadvantages : 



Method: 

Advantages : 



Disadvantages: 
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ACTIVIfi 3 - .ITEMf^EVALUATION, 



\ 



Each of the thre6 methods analy^^d '^4n the previous^activity (and 
other methods of gathering follow-up information) is useful and appro- 
priate in specific situations. Most of the information which you wiLl be 
responsible for gathering, however, will probably be collected by using 
a mailed questionnaire. 

This activity will give you the skills you need to develop a 
• really good instrument — but it will help you do a better job of evaluating 
the kinds of questions contained in many of the existing follow-up 
questionnaires which are found in placement literature and which you 
• ■ mijght consider adapting for your own use. 

A good qu'estiorulair? item is worded in a non-ambiguous manner and 
dbes not requ^lrje a lot of pfTqcessing and interpretation to determine 
' what information isv^sjc^ed of the respondentv * 

J -Below are sev^^al questions, each of which contains a given weakness. 
T.Y6u are to* idehti-^^he weakness in the question as stated and then.^e- 

State' the "question' in a mariner so as to better elicit a more reliable, 
- valid,. arid objective resporlse. Continue wprking in the same group as in 
the last .activity , <iiscussing the items but writing out your own answers. 



- . \ - Sample Questions to be Corrected 

1. What is* the vaVu'e df your house? 
ai^ Weakness / \ - 



"^b. Sugge^terf revision 



2 . VWha t i s your aQ e ? ^ 



a. Weakness 



0, 



3. What work are you doing now? 
a. Weakness 



b. Suggested revision 



/ 



4. What isryour salary? 
a. I^eakness 



ggestned revision 



5. Hovir did *get your first job? 
a. 



Wedjfl||^ 

Suqg^^ed 



b. Suggested revision 
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POSTASSESSMENT 



Wrrte^^ list, stating the seven purposes of conducting a follow-up 
program related tc job placement and give a brief, one-sentence expJ 
nation of each. / — 

a. 



d. 



e. 



Three methods of collecting follow-up information were analyzed'in 
Activity 2. The statChients on the next page refer to that analysis, 

o • 
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"Cfl'T ' is true and F. i, the sta'te^ent 



T F 1. 



An advantage of the mailedjquevtionnaire i«; th.f ' 

;a1e'"?^i„^''t^^?e';ep"^:::^•?J;^^'- ^° -spo„se 

,"est?on ""a 'aiTe°d"<,uest!^„„'°-"t°"* \° ^" "''P- 
question asked"o;er''t2eX°e " '"^ ^ 

s.3"S,=.;-:;;rr.xx%- ^^^^^^ 

as collecting follo£°up i^fo™a??„°'"='"'"3 "^'''^'''l / 
' ' e-P^J^els^''?^^^^,-- n^/So\\\^„^-- -"'c relations .it. ' 



T F 2. 
T F 3. 
T F 4.. 
T F 5. 

T F 6. 

T T 7. 

T F 8. 

T F 9. 
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( ... ■ ■ ■ 

■ Write a list, stating the five methods of providing follow-through 
information and give a brief, one-sentence explanation of each. 
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ACTP/ITT 5 - INTEHPHETING FOLLOW-UP INFORMATION 

\ For this activity you are to assume that you are preparing for a 
meffting with, the secretarial science department chairperson apd the 
faculty. You want to discuss the resul ts of the follow-up study with 
them and need to think through the meaning of the data and put together 
your own conclusions and Vecornnendations related to this program and - 
the job placement of secretarial science graduates'. 

Working in three groups, discuss the results of the folldw-up 
study and develop some tentative conclusions and recommendations that * 
you would want to present at the meeting. Use the following questions 
as a discussion guide. When you have compl^led this part of the activity 
reconvene in, a total group and- each group will report their conclusions. 



Interpreti ng Fol low-Up Information 
•Discussion Questions 



1. What conclusions wouldyou draw about the employment patterns 
of these istudents? 



Any reconmendations? 



* 



What coaclusions v^)uld you draw ahout the ^s^aUrtes they> 
Any Vindication of advancement? • ^ - ' ' 



\re earning'? 



Any recommendations? 



What conclusions would' you drawyabout the qc/ality of the instruc- 
tional program? 



Any reconhmendations? 



4. What conclusions would you draw'about the job placement program? 



9 



Any recommendations? 



•Si 
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PROGRAM PLAW CHART 



} 



ACTIVITY 



RESOURCE 
PERSONNEL 

— 



fiVTRpl\l 



^UCTION TO THE MODULES 



AND 



OVERVIEW OF 



MODULE ACTIVITIES 
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. • INTRODUCTION TO THE MODULES ' 

1- eagin the^TrkshoR by introducing yourself to th, ■ 

■ then to each other .'Bri.f, , ' Participants and 

vou Win T 6'-'^f'J'.«P'ain your background and the role 

you will pVay as workshop coordinathr r.ni,- 
: series of ™dule= anfelt thp7 h ' °' 

they can use i „ u W' »" P'-°="^"n9 something 

™ L te h a »?"Vr°°' ^^^"^'"•"^ 

. -s:sVt\Tefii^::r oVr° .e-j:i:'i:eC:'- 

'^^^^^"^^^ the instructional mode 
■ Review the workshop agenda and clear up any questions that occur as 

Introduce any resource persons who are av-ailable for consultation- 
^scribeUy resource materials which are available and whl'r: 

Begin the first ™dule. Specific suggestions to aid you with the 
-dule activities are given in the next section of this gui'de 
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OVERVIEW OF MODULE ACTIVIHES ; 

^ The following section contains some suggestions to aitf-yo, \n ' ' ''"'^M 
interpreting the module activities. Read the activity in th^ ' odule *' . • • 
then read the guide reference to be sure you understand what ^s requW ' . 

n:end"eT:"'r '''' ^ctUi^^es .mZ^- 

inten ed to be read to participants as part of the instruction - • • - 

'want tn " f"/""' -dules prior to beginning the workshop, you may " 
want to select some sections of the text to present orally rathe than 
:::::--:;P-- ^ead the .teria. Use your own judgment to kee; the 

Module 1 - Planning Pre-Emplojment'Programs 
Introductory Activity. Review directions, answer an, questions. After 
how f,rst jobs were obtained. Write these out on the chaUboard-they , 

off.ce own. efforts, etc. Relate the discussion to how ™uch help was 
pro,vided.*y the school. P was 

' ■'•.H "''v"" participants were son,eti»,es dissatisfied ■ 

w t^.e^ploy^entt-a^ain use the chalkboard letting the participants help 

Id d . ^^"'T""""- "^'^'^ ""y they 

epded up.in.a .j6b tfiey didn't lilte. 

,sUsrvi..e: briefly and indicate that youth today face the same problems 
plus some additional ones. prooiems 

Module 1 -^Discussion. ■ Divide \he total group into three sn,all groups- ■ / 

use name tags to do this if you coded them. As the groups begin the 

discussion, Circulate around and answer any questions. You want the. to 
come up with the brpad need areas of: ' 

I: S^-e^eJ^s^nif^'^^^ (identifying potential employer). 

Sloy^?s.''°"' '1?^ '''' ''''^^''^ ^^P^cted by 
4-. Job^commtinicjbl'on skills'such as writing letters of 

application.J?reparing resumes, etc. '^"^'^s of 
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^'f^^ ^'^Sinc'i' almost all activities are small group vork, the activities 
'\ olpf^rviet^ froai this point on Dill simply state the group size recommended 

"^for the activity. You will, of course, need to facilitate this process 
^ each time a discussion occurs and should always ' ci^*eulate among the groups 

,:.a'S' i%hefg*h)orJc on act^viz^es. "■ 

* Modu)^- 1 - Activity 1 - (Three groups). Assign one method to each group. 

.. . Clarify any general questions regarding the methods — may want to refer back 
to text. For purposes of the activity, "integrating into guidance services 
would mean that pre-employment services would not be assumed by a placement 
coordinator, but would be part of the regular guidance and counseling pro- 
gram, probably offered mostly on a one-to-one basis with some voluntary 
small group work. Questions over this analysis are included in the 
postassessment . 

Reconvene the groups, ask for conclusions and summarize. 

Module 1 - Activity 2 - (Three groups). You may want to discuss the 
"Implementation Plan" in general before^dividing into groups. This type 
of activity appears four times in this moduTe. The purpose is to lead 
the participants through the process of planning the teaching activities 
associated with pre-employment instruction. They sITould, when they finish 
the entire module, have a "take-home product" which is essentially a 
skeleton plan for a pre-employment program. This activity is similar to 
the type of planning which some states require for funding approval of 
guidance and placement pr<fgriaA^>«-^ the "objectives" portion is much 

abbreviated. This is inteht^aial, as teaching persons to write behavioral 
outcome objectives is beyond the time constraints of ^the module. You 
might want to briefly discuss that point since state plans may require 
that type of objective. 

This is the first activity to require a "completion check." This 
check is part of the process of determining whether the par'^^^^ pants have 
met the objectives of the module and the purpose should be explained again 
at this point (that it is for the participants own feedback' as well as the 
tnpdule developers evaluation of the materials). In each "completeness 
check" the criteria for judging is given. They are to eij^change their own 
work with another participant-~givG each other feedback, correct any 
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deficiencies (unless they are so major that one person will bog the whole 
group down-then you may need to arrange some individual help) and the per^ 
son doing the check should sign off. Ask them to also check each time to 
be sure that the participants name has been filled out as these will all be 
collected. Copies of each person's work will he made for research purposes 
and the participants originals will then be returned to them. Probably 
best to do the "collecting" at noon break and at afternoon close-off. so 
that work tioesn-t get lost. Get copies made and originals returned over 
the neon hour, if possible, so participants will have the material to refer 
back to and/or rey'fe^?v^ 



Module 1 - Activity 3 - Review the three parts of this activity. 
Part A - (Three groups). Give each group a "set" of resources as p^r the 
materials list in this guide. "Completeness check" should be coveted as 
soon as this part is done. 

Part B - (Pairs). May want to review the fact sheet; clarify any 
questions; and depending upon how the group is functioning, elaborate some 
on "additional information" if you think extra help is needed with this. 
"Completeness check" required. 

Part C - (Three groups). The second part of 't*e implementation plan.' Be 
sure the group understands the relationship to Activity 2 and that this is 
another part of a total plan. "Completeness check" required after total 
group has reconvened and each person has made additions to own plans from 
input of other groups. 

Module 1 - Activity 4 - Review the two parts of this activity. 
Part A - (Triads). Answer any questions about the critique forms, then 
show the slide tape presentation. After participants have completed their 
critique forms and compared with others, give each triad a "set" of three 
other materials as per the materials list-different groups will have some 
same and some different materials. Again. part>cipants are to compare 
critique forms with others who critiqued the same materials. 

Part B - (Three groups). Implementation Planning Guide. Same directions 
a^Activity 3., Part C. •;Compl eteness check" required. 



Module 1 - Activity 5 - Review the three parts of this activity. * 
Part A - (Total group). Show slide fjl™;as per „aterialr list Be sure 
part,c,pants use the correct criti<,ue for™. ..,„terview criti,ue^. hi 
can exchange with another participant to see how consistent hey rated the 
interviewee, but there is no "correct" rating. 

Part B - (Three groups). Discuss th^ed for considerable structure 
when this technique is used with students Set a fi„,. i- •! ' "'""^^ 
the role Dlav 7n ,n ■ . ^-^^ ^ 'i™ limit for planning 

the rle play - 20 to 30 minutes. The practice role play is to be presented 

0 cuss'tl'""'^ ---Haneously, then bring the total group bac. toge 
to d scuss the experience. Be careful to keep the discussion centered on 
the technique and not on the interview. centered on 

Pajjf C . (Three- groups). Implementation Planning Guide Same direrti™. 
as Activity 3. Part ej "Completeness check" required. 

re!ie^ ll T^'^*""^"- '^''^ P^'"'- Probably want to 

should be mentioned and if any students want to, work through this part 

r;::i:r:;t:^'":"" - ---- ^ ---es 

orm aid e V " Postassessment. Collect all "^^duct 

form „d the postassessment. Make copies and hand originals back with 
the postassessment scored the next day. 



Module 2 - ConducSsng Job Development Programs 
Introductory Activity. This activity is optional - use your own 
judgment and knowledge of the group to decide whether it will loosen the 
group up and start the day right, or whether they are a "get down to 
business" group that would regard it as a waste of time. 

"What's Your Line?" - This follows the format of the television show, 
"Wha -s My Line?", You will need: *a moderator, 4 panelists, 1, 2, or 3 
"contestants" and a stop' watch, timer, or watch with sweep second hand. 
- A joke priz^ gr pl^y money could be optional. The objective of the game 
is for the panelists to guess what the contestant's, "occupation" is, except 
that the occupation is to be an assumed one, and should be as an owner or 
general manager of a business or industry that employs many persons Q 
(i.e.. President of General Motors). E^tch panelist may ask th'e contestant ^ 
questions for 40 seconds and they can only be answered "yes" or "no" and 
should relate to the employees of the firm (i.e.. Do you have more than 
100 secretaries working in your business?). Contestants may confer with 
the moderator if .some clarification is needed at any point. If the panel- 
ist asks: "Are you the general manager of Something or Other?" and the 
answer is "ye's", then the panel has won and a new contestant is brought on. 
If the panelist asks that question and the answer is "no", then the panel- 
ist loses any further question time he has and the next panelist begins 
his/her round of questions. If after all four panelists have had their 
question time and still have not guessed the correct "occupation", then 
the contestant wins. 

The introductory activity has the oijective of demonstrating that 
any one business or 1'ndustry may involve many different kinds of jobs and 
people. This should be part of the conclusion when the game ends. 
Module. 2 - Activity 1 - (Three groups). Review the two parts of the 
activity. Clarify the filing systems mentioned and refer back to the text 
as needed. Make topic assignments for the second part of the activity. 
Then, divide the groups and circulate, answering questions and giving any 
help needed as each group decides on an organizational plan. Once that is 
done, ^ they are to go right on to the second part. If, as 'they start the 
second part, they decide they want to change the, organizational plan, that 
is okay. - " . ■ 
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After all groups have completed this phase, reconvene the total group 
and ask each to report on the organizational plan selected, and discuss 
this. Then, discuss how employers would be selected to be listed. 
Module 2 - Activity 2 - (TriadsJ, Show the Bell Telephone, film after^ 
reviewing the activity with the group. Either summarize the^naTrBttv-e^tha^t-- 
accompanies this activity or give participants time- to read it. If the 
group isn't inclined to be serious, you could make a "telephone" with a 
couple of styrofoam cups and a piece of string or let the triads make their 
own % they want to. Each person in the triad is to rotate through, the 
roles of employer, placement director, observee— note that they have to 
work the rotation out or one of the three will end up in the same role 
twice. After each person has had some feedback on their telephone tech- 
niques, review the "Points About Telephone Contacts."' Then, briefly 
summarize and review the methods of^contacting employers: telephone; 
personal visit; employer survey; use of community^ organizations and 
agencies. 

Module 2 - Activity 3 - (Triads). Review the two parts' of the activity. 
Part A. Answer any questions about the job order form. After all triads 
ha^e completed their job orders and have had a chance to compare for 
accuracy, answer any questions which the group in general may have about 
taking a job order. Use the narrates to highlight the kinds of informa- 
tion which might be pertinent. DiAs the fact that each placement 
coordinator needs to develop a job^Rer form which meets the particular 
needs of the employers with which he/she generally works. 
Part B - (Individual activity). Participants are to write out the job 
order while the tape is played-check to be sure the tape is audible to 
everyone in the room. After completing the job order, participants should 
e)cshange work with each other and check it against the "key" job order, 
marking errors or discrepancies. Answer any questions which occur as a 
result of this activity. "Completeness check" required. 
Module 2 - Activity 4 - (Four groups). The- purpose of this activity is 
to simulate the process of decision making regarding the kinds of informa- 
tion and records with which the placement coordinator deals on a day-to-day 
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basis. Each item requires thinking through what meaning the item has, how' 
it needs to be recorded, and what follow-up action needs to be taken. 
' There are not necessarily any "right" answers to this fctivity although ^ 
soine_wil-r^obw^usly be better-than- others. ' * 

(1-3) The want ads have the possibilities of : being recorded 

on a job order; calling the employer and asking to refer 
students; posting on a bulletin board; refering a formar 
student who has gained work experience, etc. ' 

(4) The memo has a- "hooker." There is not enough information 
to record a job order-^should you depend on collecting 
this information at the noon meeting? Also calls for 
up-dating the file of the student who is being promoted. 
^ (5) Obviously an opportunity to do some job development. 

(6) Ins^tructtsr needs to be .contacted; then, employer should 
be phoned for the job orders. 

(7) Might call for clearance with administrator, then • ■ 
listing the agencies in a looseleaf notebook or 

similar file as an available resource. ■ 

(8) Probably does not require much action since it doesn't 
appear that there are any openings. Probably should be 
filed in a general notebook file and a copy circulated 
for posting to the welding program. 

When all groups have completed the activity, briefly review items and ' 
discuss any questions which occur. 

Module 2 - Activity 5 - (Four groups). This activity will need a 
thorough introduction as the charting concept may be new to many partici- 
pants. It is just a step by step breakdown of the elements or decisions 
which need to be ma?te in determining how certain routine and frequently 
used types of information are to be processed from the time of collection 
to eventual discard and/or reprocessing. The master flow chart lists the - 
options available at each step: How the information is to be gathered; 
under what time-frame it will be gathered; where it will be recorded; how 
this record will then be filed; type of filing or access system so it can 

be retrieved; how it would be used or disseminated; and finally, what is 

done with it after dissemination occurs. 

After explaining the master flow chart, turn to the sample want ad 

flow chart and "walk" the participants through this. Explain that such 

decisions are, of ^course, always affected by the setting in whic^h the 

placement office operates. 
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Then have participants work out a flow chart for. job order's and an 
eovployer directory. You might want to work through the chart yourself in 
advance to help you anticipate potential problems whic:h participants may 

have in grasping the task. 

When all have f i'nisHed the flow charts, bring the group back together 
and re^i^w the results.- It is npt>quir.d thatllJisroup^arp^^ 



same conclusionS-againTthere is no "right" answer-all that is necessary 
is that some lo^cal Wan-^x-i-St for the decision which was made • 
Following this, have participants exchange for a "completeness cheeky . 
Posta;sessment. ^ Summarize the module, answer any questions w^-ich .occur , 
as-a result, then administer the postassessment. Collect forms as partici- . 
pants finisL' The format of this module is different from Module 1 r..V^ 
the application phase follows the postassessment insteacfof being integrated 
into the module activities. So. the next step is to introduce: . 
Module 2 - Activity 6 - (Three, groups ) . Review the purpose, of devel oping 
a plan This is a "take home" product which is to be an outline of the 
process involved in planning to accompl ish certain specific activities. 
Participants have actually been through the processes in the. activities 
but now must think through Vhat steps they took to do this and how they 
v.u-ld translate that action to an on-the-job situation in their home school. 
Assign topics to groups. As the participants in each group complete th^r 
assignment, they are to exchange and check for completeness. Then, recon, . 
vene the total grou;. and put the parts together so each participant has a 
plan for each of the activities. . ■ 

collect all product forms. Make copies and hand originals back with 

the scored postassessment the next day. 
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•' , , - Module.^ - Conducting Job Placement Programs 

Introduce the module by giving an over^view of what job placement 
covers. The module title may be somewhat^ confusing, so^'t is necessary 
~ ;-to def fne-^hB-ffCtjvn^'oW as part of 'a 

total job placement program. This may have naturally occurred earlier in 
^the other two modules, but it -is a good, idea to be sure participants 
'understand the semantics. 

Module 3 - Activity 1 - (Three groups). Review the two parts of this 
.activity. This is an overvieWTthe total office operation, particularly 
designed to reinforce the 1 earning of the basic principles outlined in the 
introductory text. - 

Part A. Review the charts; expfa in one or two of the completed items. 
Several have been completed in order to shorten the time required to com- 
plete the activity. Answer any questions abbut ti^ items if this occurs. 
After each person "bodes" his role, the small groups are to go through the 
chart so each can add others work to their own. discussing any differences 
of opinion. If some items seem particularly^ difficul t to code, you might 
want to discuss those wjth the total, group. . ■ 

Part 8. This relates the activities back to the basic operating 
principles in the text.' Explain the three sample items. You may nee/to 
use the technique of el iminating those which do not apply to illustraie the 
connection- between the activity and the principle. Some overlap does occur 
but It is understanding the relationship which is importartt., 

When^all groups have completed coding, reconvene and compare', 
d-iscussing any discrepancies. . 

Module 3 - Activity 2 - (Four groups)!' Review the activity, answer any 
^ questions about ho, the activity is to be completed. The final regulations 
^ on the Buckley amendment were not availa^e at thV time this module was 
^written, so you may want to caution participants that some changes could 
^^occur. The point to make is that you often have to operate und^r consid- 
erable uncertainty while such regulatory laws are becoming final. A sense . 
of humor helps relieve the frustration,' 

. After tlie statements 'are written and the checklist evaluation has been 
done, the''"completeness check" should be, signed off. 
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Module 3^- Activity 3 - (Four groups). Similar |o thfe activity in 
Module 2; should need only a brief review. Some &rief comments .about the 
items follow^. ? ^ ^ 

(1) Needs to be" checked off control list and fi ted. 
. . (2) Needs to be checked off control list and filed. ^ > 



' ' (3) Information needs to be disseminated, students 

identified, interviews scheduled, 1 etter responded 
to^ V 

(4) Either record on key sort card or record for data ^ 
processing.' File. ^ 

(5) Need to review student folder; review employer profite 
Respond to secretary. 

(6) Enter request on student log or in student file; send . / 
■ . papers, i- . ' ■ ' ; v ■■ • [. ^ j 

(7) This item has a/"hooker" in it. If . the P.N. is a male, / 

• . . probably woukfnot have a name change. If it is a- ^ ^ / . 
female-, might need a name change.; Most participants ^ j 
will probably assume female--good opportunity to " - / ' / 
develop a little awareness about pi acement^oordinatcwfSs - 
need to be/aware of own sex biases. * . ^* . / ^ 

When all groups have completed the activity, briefly review items' a ndy 

discuss any questions which occur. / X;.., / 

Module 3 - Activity 4 - (Four groups) . / Similar to the flow chcfrt / ^ 
completed in Module 2, but with different options -related, to'type pf infor 
mation to be. processed. Review master /chart , then "walk" partiti|iants 
through sample chart. After groups complete charts, reconvene aj;i'd compare 
and discuss. "Completeness check" required. , , 

Module 3 - Activity 5 - (Four groups/). Review the activity.; The 

incidents provide some good, practi|tal examples of what reajfly happen,s 

in a placement office. One purpos^ of this activity is;>ta reinforce the 

learning of the steps in the placement process. \^'''^^/ -^t' 

Postassessment, Review and summarize the module, answer any questions 
which result.' Administer the postassessment and colliect the fojms. 

'Module 3 - Activity 6 - (Three group's). This is tire same' type of 
appTication activity that concluded Module 2. E)^lain that most of the 
activities on the checklist would need to be in^tegrated into the total. 



V -J..' 



Plan. j>ut in the Interest of time, only three, have been lteled 

Assvgn topics. As th^ participants complete their assignment, they " 
and ut'th ccnpleteness. Jhen reconvene. the total g'oup 

nd pu^the parts together so each Participant has a completed plan f# , ' 
these threeiactiyitf^s.. '\0''.r'r'- ^ 

the 3^2"*^!' -^ '°^- ^^'^ o^^9^nars;£..w1th ^ 

the scoV-ed postassessmenf the next day. ^ r ^ ^*^ - • ' 
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Module 4 - •ConductinglFonow-up. and Follow-through Programs 
^ Introduce th^ module by giving an overview of what the" module covers 
^lain the relationship of fol 1 ow-u'fD. to the total evaluation program. 
Module 4 - Activity l'- (Three groups). Review the purposes to be 
discussed and answer any questions about interpreting the meaning of the 
statements if these^ occur. Encourage groups to refer back to the te^t if 
they. have difficulty coming up with„examples. . After the likJo/ examples 
have been completed,, reconvene the total group and share idea&^^^ummari^^. 
Module 4 - Activity 2 - (Three groups). Review the two parts of the 
activity. Answer any questions about procedure. \ After the list of advant 
ages. and 'disadvantages has been compiled', have' thi total group share ' 
comments. Bring out any points you think they may have missed^ -^^ 
Part B. Groups...may1^me\ip with different solutions to these three cases 
The important point to be ^ade'-is the reasons W sel kting , the method 



should be logical .yd defend that method. After smafl groups have 
completed the task,' reconvene total group^and discuss. Summ#iz-^.;^ 
-Module 4 - Activity 3 - (Three groups). This is- a good place to add some 
comments from your own experience in. conducting' follow up, expecially ■ in 
Ihe area of questionnaire construction. Point out that a poorly worded 
Item is useless since there is no way of interpreting gnswers. ' Emphasize ■ 
pilot testing, as a checl< on items. ' ^ ' 
V The major w.eakness in each of the questions, is that different persons 
will, interpret th^ question, differently. They should come up with two or 
more ways .it cou^d be misinterpreted.- Then the ^^uestion shouTd-.be worded 
•more . exactly so the person, answering .the.questidn does not have to process 
and interpret. Reconvene t^e group when tliis is completed, summarize and 
answer any questions'/ . ^. \ . \ \ . 

Module 4 - Activity 4 ^ (Three, groups). Review the activity and be sure» 
participants understand what they a re' to do. The purpose is to develop an' 
jiRderstancring.of the. relationship, of the items on a questionnaire to the 
purpose:, for conducting- fDl low-up studies an4 the' use that should b§ mad e of 
the data if those purposes are to. be fulfilled. Make topic ass jgnments^. 



• Answer any questions. When the plan'has been developecL have participants 
exchange and check for completeness J Then, reconvene ^^nd share ideas, 
discussing any discrepancies or differences. 

Module 4 - Activity 5 - (Thr.ee groups). 'Review the activity. Explain 
that interpreting the results of a follow up is a difficult task and 
requires an understanding of many variables which affect placement and 
employment. Use anexample oc 4m to illustrate how data could be misin- 
terpreted; for exaniple, a sudden overall increase in the average salary of 
clerical workWs might l,e the result of an increase in minimum wage rates 
rather than to any efforts made by the placement office to improve job 
^ development. When the small groups have completed their work, reconvene 

and discuss. , • 

* . ■ • 

If som groups have come to opposite conclusions about some parts of 
the data, go through their rationale and try 'to determine what other' ' 
information they might need to reach an accurate .interpretation. 
Module 4 - Activity 6 - (Total group^^. Lead the group through a general 
discussion of providing follow-through services. Tie in the activities of 
the other Jhree modules where appropriate. Use the critical incident list 
out of Modupte 3 if you .tr.ir.k the group needs' some specific examples to . 
work from. The purpose is to reinforce the learninr of the methods of 
providing follow-through services and to promote an understanding of the 
broad concept of follow through as taking some action. 

Postassessment. . At the conclusion of this discussion, review and summarize 
the Module; answer any questi0a|^^ Admin1^««i^ and 'collect 

the completed forms. - ^ ■ ' . ' - 

Module 4 - Activity 7 - (Four !roJps# This activity is sini^lar to the ^ 
application activities in Modules 2 Vnd 3 and should not need much intro- " 
du.ction. Assign topics to groups, and. discuss any questions. Work out the 
overall time frame for the study to be planned before the small groups 
begin working since some activities are sequenti^al . As participar»ts com- ^ 
plete their assignment, they are to exchange and check for completeness. 
Then reconvene in a total group and, put the parts together .o that each 
participant has a completed plan. 



collect all product fonns. Make arrangements with the group to' return 
the originals and the scored- postassessment. " 

At this point; review th^tcconip^ishnients of the participants over the 

t": :::i:n?e;;:rT^" - • ^^-^ - - 
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PRODUCTS REQUIRED AND KEYS TO ASSESSMENT ITEMS 



This section of the modu/fe lists the forms which are to be sent to 
the evaluator at the\concTusiop of the workshop and contains keys for 
forms which require scoring. Be sure eaCh participant has signed his/her 
work:^ Those forms which are to be scored are identified by an asterick. ^ 



Module 1 



Checklist for Evaluation Materials 

Implementation Planning Guides for Activities 2, 
3, 4, and 5. ^ - 

*Postassessment forms. ^ ^" 



Module 2 



Module 3 



Module 4 



*Job order form from Activity 3,,. /art B. 



Flow charts Jrom Activity 5. 
Program Plan chart from Activity ,&^,. . "^^^^ 
■*Postassessment forms. 





Compliance procedure* statement 
. Flow char^s^^tt^^tivJty 4 

Program-'^Ptan 
*Postas-sfi^ 

Plan for us^iKg 'fol Tow-bp information from Activity 4. 
: Program Plan chart from Activity 7. 
*Postassessment forms ^i:^^^::^^^^ 

V- ■ 



POST ASS J vSSM 1^\T 



.NAME : 



Write a paragraph which st^sTtes the rationale for .offering pre- 
employmant services to students. .Include fiv% factors outlined 
in the text which were cited as evidence of the nee'd for pre- 
employment services. ' ' ' ^ 

Ou^eA^ ({o/i ackizvma^vt: Thz pcuiag^apk mu6t include at tzoM th/izz,* 



7 



High unzmploymz^vt. 



2. High tuAnoveA, 

3. LimUizd (o/i no] mployrmnt 6kAlZ&. 
5. Employm^yU iinAt&Uiid to t/icUrUng. 




List the three major jot) seeking ski! 1s fieeded by school yduth. 

C^eA^ ioK achJ.zvmznt: &t tut atji^t ;boo^ oi tkz ^oUocvtng tliAZt 

/. Idtntiiying potential mployoju I job 6eaAah 6kMs] 
. , 2. Applying ^o/i a job IcommuyUcation 6fuZts] 
•3. InteAvicuxtng f^oK a job ' 

. ^-^ . - 89 ■ • ■ 



3. Three methods of delivering pre-en,ploymcn|t services were analyzed 
in Activity 2. The following statements refer to that analysis. 
_^ Respond to the sta^tements by indicating which methods o,f delivery 
^ best fit each item. Ydu .may .{^efer back to th4 analysis if you . .. 
need to - . . .'iiv. 

Key: IC lntegra,ting ffito -existing courses ■ . 

SC Separa^te course ' 
G Integrating into guidance ser.vices 

IL a. Actively involves the teacher in C f^ac^^kt.jirqce^s. 
_G_ b. Students may faiM to take advantage of '^^•^^^^Vice. ' 

" ofMnteresr"^ instruction may be poorly presented due to lack 



IC 



SC .. d , 



■Most likely to reach the largest number of students. 

.SC_ e. Requires allocation of Considerable resources, both time 
^ and morrey. ' 

_ G_ f. When priorities are assigned, p?e-emfiloyment services may be 
-^.negl ected. 

v.. \ ■ 

_^ g. May best meet the individual student 'A need. 

,,IC_ h. Requires considpable coordination .time by the placement 
• coordinator to insure that all . pre-emplDyment objectives 
are met. , - \- ■. ' 

■ iv Scbedulj"ng"m^^ a major problem. ' .• 

■St j ■ 

£' can be improved. 



Easiest method. to evaluate so 'that pre-employment services 
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JOB ORDER FORM 




This information is 
CONFIDENTIAL ' 



(!)■ - JOB OPENING 



Name 



REFERRALS 
[)<ite 



Results 



(2) HOLD UNTIL ^aizd - (3) DATE ' 5/y/76 



(^) FIRM NAME PaAkhaut Mana^actLUUng Co. '- ReAeoAch and V^\>2lovmznt Ce.rvtvn. 



SedaLia . 



/65301 



(5 ) " AOOR E S 2503 Wut B^oadLV aif. 

• ■ Street City State ^TpTodF 

(6) TELEPHONE NUMBER _ S26-S73S R. A. KuZ, . PoAAonnel OA^ Jc. p bn.ari o^dcA I. . 



(7) 'TITLE OF JOB(^: SzcJiztajiu /Eookkpo.p^\f, - Coazza PoiltLon 



NUMBER OF VACANCIES 



(8). DATE NEEDED 



5/74/76 



CLOSING DATE O/^en jiUzd 



^V'J^^^ "^^^ IS: Full-time £7 Part-time CJ Suftraer 0-»0ccupational Exp. 

(10), -JOB REQUIREMENTS (age, physical, experience, education, skills, abilities) 



. ^4 . .Exjj tonce p^z^eAAzd. no t Aequ^Azd. Hzzd baMc \movolzda,. oK acc.ountl.n po.U^^ 
/ttx !^!^,^yP^m '^kMi>, SS to 60 W]Jn\:'Shohthand mutd bz helaAuI 

AU) ^SUfnf;:ARY OF JOB DUTIES (work p^fformed, equipment operaf^^'working conditions, Kv 
Much oj the, wofik U woftklnQ niimhMA- f.pfttiriiFn.^f'ij ■gy ycUtcjj mfntaiudig 
ReAzoAch and Vzvztopmznt budqz^\ Somk qznSAaZ tzaizXaKlal. 



list, 



(1?) SALARY RANGE ^370 - ^450, dzpznding on expzAx-Zncz iXnd zducation. 

(13) FRINGE BENEFITS" HetLf-t^ InMiAan cz , 2 wzzb^ pa^d vac ation ajtzA onz ijzoA. 

(14) APPLICA^ SHOULD CONTACT ^^^^> t^AonnzJi Ogicz 

(15) COMMENTS - i 



ERIC 



Completeness check requires that tio more than two e?rors are found when this job 
order is compared to the key. . \ ^ . ' 

^ Checked as cojppleted by: ."^ 9i . - 




MODULE 2 



0' 



NAME : 



Write a list of nine sourxos'. which you could ijsc to builct:;^ 
employer cq^htact list^i giving a brief one-sentence description 



of how each' \vould' be ufe 




4 



c. 



d. 



-1^ 



Cfiam6e/L 0(J GorrvneAce (4^t6 

P^o^U^ionaZ, t/iado. and/oK ca,vZc o^xganiza^oM 

ToKmoA student co^^vtactJji ^ 

■I 

i 



Facutty l^ads 
Age^c^ic^' con 



VJritl?'*'^a paragrn. '1 .^fiith describes four mettiods of contactirig^en^ployerjK 
to\^ild an, eiii.^u ,/cr data base. * . ^ ^ 

OuUe/i^ {^on ackiQ.vmQ,yit: Thz. poAag-'iaph mMt include cut tcMSt^'tli^i^e 




a. EmptoyoA ^uAvcy 



oh, ago^ncJ^Q^ 



3 



P( )S l ASS IvSS M |':\ I' 



NAMi: 



Write a list of the six basic principles involved in estab$t||j,g > ' • ' 
a job placement office which were discussed In the text. Give a 
brief one or two sentence explanation of each principle." 

^ottow-ing tlx pKAjxclplzA r ■ .. . 

/. A iingld oHlcd 6hoixlk' bz Idtntif^ldd cu a czntucU. cldcuUng 
hotUd pi job ItAonmaUon {^qn thz zntiAz 6chool 6H6tzm oK 

1. A comp^zh^nA-Lv^ /tai*ge placzmznt ACAu-tce* 6hould bz 
■oiieAe.d ati 6tadsjiB> 6e.zking mploijmmt. 

3. Job plRcmznt 6eA\)lcu and pfioczdanu should cGCfidlnatz with 
coopeAotLve. wokk-zxpoAlzncz and won.k/^tudy pAogn.am. 

■4. ^ Clotz miking noZatLonAlfvip^ 6hould bz dzveZopzd mXh 
mpioyeAA and ,peAAonneI. manageAA. 

5, . Kddquatz 6ta^'^ and othzti kuouacqa ..^houM fae aZZoccuto^d to 

6. Tfie placejmyht o^^lce^ Ip^ogmm] should fae oXQavuzzd Int^o a 

t/rite a paragraph describinc the placement process Jnch .includes 
a brief explanation of each of the six steps'outf JHS||he text. 

CnXXzAAM. ({o/t acltlzvmzkt: Thz paAagnaph mLU,t Includ^^ Ze^At ^ouA. 
0^ tnz ioiI.ouU.ng 6lx 6tzp!> i 

?. P^ovA^ding job coaMdLing (Lsm^d^d. 

3. Matching 6tudcnX quall^tcatioyi^ to job Kcqwijimmt^. 

4. Doing ^pzcloitizdd job dcvdloprmyit. ^ 
• S.^'> Rc^eA^^lng 6tudcnX. to job opening. ' 

6. TolZo^i)-up/ iottoio-tlvioagh wlXk ^Mdcnt ok mployzn.. 



-• ■ ■ ■ ' -■ / ■ ■ 

POSIASSI 1>'-^MI.NT 

, Hrile'a list. statin, the .■■«■,> purposes of comluctina a fonow,.p 

-'W- rel.t«l to job pl,u:,,«t ,„u, . briaf. one.scntence cxpU 

nation of each. ^ ^ - 

b. EvcduaU tha ^U^^ctivme^i tU componen.ti> o(, thyob 
placcjmnt pfi.0Qn.am. 

c. GcUheA daXa a,!>e.^al ion ^mp^ou^ng h^tAalUona.t pnoQnam. 

d. GcUhzA dcU.a uaHuI ion. bi^pnas^lnQ job piaceme^iX pfipcinam. 

e. Occupationcd. ^xiU^^i^ [mnk hl^tony] oi QnaduaXeA cu. this 
' neJtcUeA to: ■ 

o. (I) Job itablUty. 
[2] Jpb {^[obltUy. 
(3) Job 6citAJ>iacXlon. 

Idzyitiiy 6tLuizntA Ik med oi additional placmant-.pn 

(iduccuUona.i {iZA\)lcU. 

■ g. EvaluaX^ thz deg/iee oi mploy^ ^aU^acUon uSLth 6tud^y^U 

and placcmvU AeAy-cce^. 



7 Three methods of colT^ting f^.cn^^^^^^^^ ^"^"'^^^^ ^" 

Activity 2. The statements ori^»^^ge .refer to that analysis. 



You should circle T if the statoment is true and V 'UTt^e 6»itaten1ent 
is false. ► • ' ' • • •" 

1. An advantage of the mailed qucstionnaire^>'«is that you can contact 
a large number (oyer 100) of persons with -the least expenditure 
of time and money. 

I!!^ personal visit allows you tp gather informa^tion in more depth 
than the mailed questionnaire. , . ' , 

3. The telephone survey provides a means of checkihg and assuring 
the correct interpretation of questions. • » 

4. The fnajor disadvantage of the persona.f visit is that it is 

extremely time consuming.' ' I f .^^ 

5. ■ The mailed questionnaire is likely to have a higher response r*te^ 

than the telephone survey. - ' ' 



6. Students will be more likely to respond to an' "open-ended" - 
question on a mailed questionnaire than they would to the sariiSi 
question asked over the phone. ■ • 

7. An' advantage of the mailed questionnaire is that much of the work 
- can be done by clerical personnel, thus freeing the placement 

coordijiator for other activities. 

8. An effective way to increase response rate is- to follow up a 
rgaiTed questionnaire with a telephone survey of non-respondents. 

9. ^Usin^'^llie personal visit to conduct employer follow-up has the 

ffdv^tage of allowing the placement coordinator to utilize the ■ 
vis^t for other purposes (such as obtaining job orders ) "as well 
as collecting follow-up informationvo . / 

10. "The telepiione survey ma^y foster better public relations with 
. employers than- the ma i lied quest ionna'i re. '» 



Write a 1 isl . ^stcit iruj tho fjve methods , of |)rov id iruj "'fonow-throu 
information and give a brief, oruy-sontonce explanation of each. 

ChAXenia {^on acluo.wmc.Ht: f^Uist incXtuU* at huut {iOM. tlu\ 

, ■ t. 

^a, Co^m^^^A.nQ 64u(lcnX*^ about ^^in(t<aC ivo^h adj\{^-(p\(>Ht 

R(>^eMr<>ifl ^tudekit^ to ada^Uivna^^^^ 



RzioJin^ng AtudznU (^on. addUAMyiat job^- pZacemmt 
6QAvicQ^ (^on caAdVA. advanccmMt on ndlocation ah 
needed on duAJizd. ' , 



* . to' up-gkadc on. ap-da^n ^kJillh of^ mptoije^^ , 

e. K66lbtAj\Q mploijQjih In idatttf^ying z)cl6tX.ng job.^ 
u)kiah might be noySinucXuncd to utXIXzd entAy-fevdl 
6kXtt6 0(J gnjiducLtc^. 
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^ iNWant to Work For Your Company. Sandler Inst.itutional Fil,ns, inc. „ ' 
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